Al AASIo TTdlning Gulde Hhe Frocureimerit Frocess-Requisituon
through Invoice Verification

THE PROCUREMENT
PROCESS REQUISITION
THROUGH INVOICE
VERIFICATION

Module 5
Procurement Approvals

AASIS Support Center, Patricia Orr
8-01-04, Revised




The Procurement Cycle

AASIS Support Center, Patricia Orr
8-01-04, Revised

Al AASIo TTdlning Gulde Hhe Frocureimerit Frocess-Requisituon
through Invoice Verification

5-2

The procurement cycle for the purchase of a material or
service consists of the following steps:

The agency Procurement Technician identifies a need. A
requisition is created in AASIS to start the process of
fulfilling the need defined. Budget is committed at this
point, based on the estimated cost of the material/service.

The Agency Procurement Specialist will process all items
approved by the Agency Procurement Manager. The
Agency Procurement Specialist creates the purchase order.
If the Purchase Order price differs from the Requisition
estimate, commitments are updated.
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The rejection of a procurement approval will automatically
send a message to the AASIS inbox associated with the user
who originated the original document. Requisitions that
have been denied must be deleted to release budget
committed by the requisition. This is done by the Agency
Procurement Technician.

The Agency Procurement Manager will approve purchase
orders completed by the Agency Procurement Specialist.
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Purchase Orders (or purchase order items) that have been
denied must be deleted from the purchase order. This is
done by the Agency Procurement Specialist. If the Purchase
Order was created with reference to a requisition, the
requisition items must also be deleted or another purchase
order created to fulfill the need.

Some purchase orders will require further approval by State
purchasing managers (e.g. for professional service contracts,
emergency purchases, ABA orders, etc.).
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The Agency Procurement Specialist also creates Outline
Agreements. These are approved by the Agency
Procurement Manager.

The State Procurement Specialist creates statewide Outline
Agreements. These require approval by the State
Procurement Manager.
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Strategies in AASIS

* Release Group
* Release Code

» Release Strategy
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Releases or approvals in the AASIS system are based on
three things.

*Release Group

*Release Code

*Release Strategy
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Understanding Release
Strategies in AASIS

* Release Group
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A Release Group is established for each purchasing
document type, purchase requisition, purchase order, outline
agreement, etc. It enables separate release codes and
strategies to be defined depending on the document type.
Each Release Group can contain one or more Release
Strategies. In AASIS three Release Groups have been
defined:

*Al - Outline Agreement
*P1 — Purchase Order
*RQ — Purchase Requisition
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The Release Code is a two-character identifier with which a
person responsible for processing a document can release
(approve) an item of a purchase requisition, a complete
purchase requisition, or a complete external purchasing
document.
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Release Strategy defines the release codes with which a
purchase requisition item, a complete purchase requisition,
or a complete external purchasing document (Purchase
Order, Outline Agreement) must be released (that is,
approved, or given the “green light”) and in which sequence
release must be effected using these codes.

The Release Strategy is based on specific Classifications
and Characteristics of those classes, based on information
within the purchasing document. For Purchase
Requisitions, the Release Strategy is based solely on the
total value of the purchase requisition. The value of the
requisition determines the Release Code to be used. It also
verifies if the requisition will be released, for processing
into a purchase order or RFQ, by a single release or if it will
need two levels of approvals before follow on procurement
documents may be created.
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Understanding Release
Strategies with Regard to
Purchase Requisitions

* Release Strategy and Purchase
Requisitions
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All requisitions are released via Release Group RQ. There
are seven release codes defined for the release group RQ
based on the total value of the requisition. The total value
of the purchase requisition is calculated by taking (the
valuation price divided by the price unit) times the quantity
requested in each line. If multiple lines are in the
requisition, all lines are then summed to produce the total

value.

5-10



w through Invoice Verlfication
Understanding Release Strategies
with Regard to Purchase
Requisitions (cont.)

* Release Strategy and Purchase
Requisitions

5-11
AASIS Support Center, Patricia Orr
8-01-04, Revised

* Release code R1 is used when the total value range is from $50,000.00 to less
than $100,000.00. The requisition must be approved using release code 25, prior
to the release being carried out using release code R1.

* Release code R2 is used when the total value equals $100,000.00 or higher. The
requisition must be approved using release code 25 prior to the release being
executed using release code R2.

The approval levels are assigned to AASIS users via the activity roles defined
within the system. Each user must be assigned the Purchase — Agency
Procurement Management role along with the role containing the release codes
deemed necessary for that user by his/her agency.

Workflow has been configured to alert users when they have requisitions pending
release. When the user accesses their workflow item, the automatically takes the
approver into the AASIS purchase requisition release transaction (ME54N) to
execute the release.
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The Release Group for all Purchase Orders is defined as P1.

There are four Release Codes within the Release Group.

* AG — Agency Approval
* OA — DFA Approval (Professional Services)
* SB — ABA (Arkansas Building Authority)

* SP — OSP (Office of State Procurement) EM (Emergency purchase)
and SS (Sole Source purchase)

Within the P1 Release Group, multiple Release Strategies are defined.
These Release Strategies are based on several characteristics
established for the release of purchase orders. They are:

* The total net order value: The total value of all lines on the purchase
order.
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*The document type: Whether the document is a Standard or
Professional Services purchase order

* The purchase document category: In this instance, Purchase Order.

*ABA approval required: Has the purchasing code “SBS” been entered
into the “Our Reference” field of the document header?

» Agency or State Purchasing Group: What purchasing group number is
entered as the responsible person? If the purchasing group begins with
“C” or “S”, the buyer 1s a “State” level.

* OSP approval required: Has “EM” or “SS” purchasing code been
entered into the “Our Reference” field in the header of the documents?
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Different combinations of the characteristics on the previous page
determine what approvals have to be completed in order to release the
purchase order for print and to the vendor to be fulfilled. Some

purchase orders may require one, two, or three levels of approval based
on the characteristic values, before being recognized as released. In all

cases, the originating agency must release the order at agency level
(AQG), before any other required release can be executed.
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PURCHASE ORDERS REQUIRING AGENCY (AG) APPROVAL
ONLY

When the following characteristics exist within the purchase order, only
AG — Agency Approval — is required for the purchase order to be
released for printing and be sent to the vendor to fulfill.

» Any purchase order with a net value less that $20,000.00, entered as
order type NB — Standard PO, that is not coded EM or SS, in the Our
reference field, with any purchasing group number.

*Any purchase order with a net value greater than or equal to
$20,000.00 entered as order type NB — Standard PO, not coded as SBS,
EM, or SS, in the Our reference field, with any purchasing group
number.

» Any purchase order with a net value between $0.00 and $25,000.00
entered as order type PB — Professional Services PO, coded with any
purchasing code, in the Our Reference field, with any purchasing group
number.
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PURCHASE ORDERS REQUIRING AGENCY (AG) AND OSP
APPROVAL (SP)

When the following characteristics exist, the purchase order will require
both an AG (Agency Approval) and SP (Office of State Procurement
Approval) in order to be released for print and be sent to the vendor.

» Any purchase order with a net value greater than $0.00, entered as
order type NB, with any purchasing group assigned, and the purchasing
code EM (Emergency) or SS (Sole Source) entered in the Our reference
field of the purchase order.
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PURCHASE ORDERS REQUIRING AGENCY (AG) AND DFA
APPROVAL (OA)

When the following characteristics exist, the purchase order will require
both an AG (Agency Approval) and OA (DFA Approval — Professional
Service) in order to be released for print and be sent to the vendor.

» Any purchase order with a net value greater than $25,000.00, entered
as order type PB, with any purchasing group assigned, and any
purchasing code is entered in the Our Reference field of the purchase
order.
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PURCHASE ORDERS REQUIRING AGENCY (AG) AND ABA
APPROVAL (SB)

When the following characteristics exist, the purchase order will require
both an AG (Agency Approval) and SB (Arkansas Building Authority)
in order to be released for print and be sent to the vender.

» Any purchase order with a net value greater than, or equal to
$20,000.00, entered as order type “NB”, with any purchasing group
assigned, and the purchasing code “SBS”, entered in the Our Reference
field of the purchase order.

5-18



Al AASIo TTdlning Gulde e Frocurerment Frocess-Requisition
' through Invoice Verification
Understanding Release

Strategies with Regard to
Purchase Orders

» Release Strategy and Purchase Orders

5-19

AASIS Support Center, Patricia Orr
8-01-04, Revised

The approval levels are assigned to AASIS users via the activity roles
defined within the system. Each user must be assigned the
PURCHASE — Agency Procurement Management role along with the
role containing the release group and release code for the document and
level at which they may be released.
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Workflow has been configured to alert users when they have purchase
orders pending release. When the user accesses their workflow item,
the system automatically takes the approver into the AASIS purchase
order release transaction (ME29N) to execute the release for the
designated purchase order. If multiple releases are required, once the
first release (AG) is completed, the system automatically notifies the
user with the next level of approval the need to release the purchase
order.
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OUTLINE AGREEMENTS — (TERM CONTRACTS)

Outline Agreements follow many of the same rules for approvals as
purchase orders. The Release Group associated with Outline
Agreements is A1l. The same four release codes, AG — Agency, OA —
DFA Approval, SB — ABA Approval, and SP — OSP approval, set up
for purchase orders are also assigned to the Outline Agreement Release
Group. There are seven separate strategies defined based on value,
order type, document category, ABA and/or OSP Approval, and if it has
been assigned to agency or state buyers.

Just as seen with purchase orders, the characteristics within the Release
Strategies determine if the outline agreement will require a single,
agency level approval or a two tier approval before it can be printed and
sent to the vendor.

Defined, on the next page, are the details classified in AASIS which
allows the system to derive at what level the approvals must be carried
out in order to release the outline agreement.
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OUTLINE AGREEMENT REQUIRING AGENCY (AG) APPROVAL
ONLY

Outline Agreement with a net order value from $0.00 to $25,000.00,
with a document type of NV (Term Contract) or PV (Professional
Services Contract), with any purchasing code entered in the Our
Reference field and assigned to either a state or agency purchasing
group (buyer).

Outline Agreement with a net order value greater than or equal to
$25,000.00, with the document type of NV, assigned to an agency
purchasing group, and any purchasing code, except SBS, entered into
the Our Reference field of the document.
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Outline Agreements

» Release Strategy and Outline
Agreements — (Term Contracts)
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OUTLINE AGREEMENT REQUIRING AGENCY (AG) AND OSP
APPROVALS (SP)

Outline Agreement with a net order value greater than or equal to
$5,000.00, entered as document type NV, with any purchasing code,
except SBS, entered in the Our Reference field of the document, and
assigned to a state purchasing group (C## or S##).

OUTLINE AGREEMENT REQUIRING AGENCY (AG) AND DFA
APPROVALS (OA)

Outline Agreement with a net order value greater than or equal to
$25,000.00, entered with the document type PV, assigned to an agency
or state purchasing group, with any purchasing code, except SBS,
entered in the Our Reference field of the document.
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OUTLINE AGREEMENT REQUIRING AGENCY (AG) AND SBS
APPROVALS (SB)

Outline Agreement with a net order value greater than or equal to
$5,000.00, entered with the document type NV, with the procurement
code SBS entered in the Our Reference field of the document, assigned
to any agency or state purchasing group.
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The approval levels are assigned to AASIS users via the activity roles
defined within the system. Each user must be assigned the
PURCHASE — Agency Procurement Management role along with the
role containing the release group and release code for the document and
level at which they may release.

Workflow has been configured to alert users when they have outline
agreements pending release. When the user accesses their workflow
item, the system automatically takes the approver into the AASIS
purchase order release transaction (ME35K) to execute the release for
the designated outline agreement. If multiple releases are required,
once the first release (AG) is completed, the system automatically
notifies the user with the next level of approval the need to release the
outline agreement.
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Business Process for Approving
Purchases

The following Business Processes represent an
overview of the procurement approval cycle both
within and outside AASIS.
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On July 2, 2001, approval of purchase requisitions, purchase
orders and outline agreements started occurring
electronically in AASIS.

Agencies have been given a single approval for requisitions
under $25,000, two approvals for requisitions over $25,000
and a single approval for purchase orders.

Should agencies decide that more approvals are required,
they must initiate an agency policy defining this offline (i.e.,
outside of AASIS) approval process.
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New Business Process for
Approving Purchases (cont.)

Levels of authority to approve Requisitions,
Purchase Orders, and Outline Agreements have
been established and individual staff have been
assigned various levels of authority within the
structure through the role mapping exercise.
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Budget is committed when a requisition is created and the
commitment is updated when a Purchase Order is created.
There are no budget commitments on creation of an outline
agreement; rather, the commitment is established when a
release purchase order is created with reference to the
outline agreement.
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Business Process for Approving
Purchases (cont.)

If a Requisition is not approved, the item(s) must be
deleted to un-commit the budget.
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If a Purchase Order is not approved, the Purchase Order
item(s) 1s deleted by the Agency or State Procurement
Specialist to un-commit budget. When this is done, the pre-
commitment from the source requisition is re-initiated. If
the material-service is no longer required, the Agency
Procurement Technician will be required to delete the
requisition item(s) to un-commit the budget.
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Business Process for Approving
Purchases (cont.)

A separate commitment accounting system is not
required
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AASIS will automatically track all procurement-related
commitments as well as those commitments that are
manually initiated (through ear-marked funds or funds
reservations).
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Types of Procurement
Documents Requiring Approval

» Purchase Requisitions
» Purchase Orders

» Outline Agreements
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Purchase Requisitions

A Requisition Contains:

* a specific material or service
a description

an estimated price

a delivery address

an invoice address
instruction to the buyer
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Purchase Requisition

A purchase requisition defines a need for a material/service.
It has the following characteristics:

oIt is an internal document; it is not used outside the State.

It specifies the type of material/service and quantity to be
procured from a vendor.

*When the purchase requisition has been created in AASIS,
the appropriate funds are committed.

*The purchase requisition must be approved in AASIS
before a purchase order can be issued.
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Purchase Orders
A Purchase Order:

* Is a commitment to buy a material/service on a
specific date

* Is a binding document

A Purchase Order contains information about;

» Specific material/service
* Description
* Price and delivery
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The Purchase Order (PO) represents the formal and final
approval of the transaction with the vendor. PO’s are also
known as firm contracts. It specifies the vendor, the
material or service, the quantity, the price and terms of
payment. It has the following characteristics:

- Committed dollars against a budget, which were originally
established by the purchase requisition, are updated in
accordance with prices on the Purchase Order.
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Outline Agreements

An Outline Agreement is:

* along term arrangement with a vendor for an
estimated quantity and for a certain period of time at
a certain price.

Outline agreements were known as Term Contracts.
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Outline Agreement

This is different from a purchase order that has specific
quantities and delivery dates on each item.

Outline Agreements are created for agency specific or all
state agencies.
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» Budget is not committed when an Outline
Agreement is created. The commitment of
budget occurs when a Release Purchase
Order is created from an Outline Agreement
by the Agency Procurement Specialist.

» A Release Purchase Order referencing the
Outline Agreement creates a legal request to
deliver a material or service.
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WORKFLOW
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Releasing requisitions, purchase orders and outline
agreements 1s a workflow-enabled process. This means,
whenever a release is required, a message indicating the
action required is sent automatically to your AASIS inbox.
This inbox is known as the Business Workplace.
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Workflow procedure for sending requisition and

purchase orders for approval.

This procedure outlines the workflow steps used to send

requisitions for approval

Workflow is an automated messaging feature in AASIS.
Once you process this transaction, approvers you selected
will receive a message in their INBOX requesting they

approve your requisition.

This starts with the creation of a requisition using the

MESIN transaction.
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Furchasing organization: Q10

B TRLIN-FI0G1 TRAIN-FIOQ1

A screen will display the choices for approvers.
Verify these choices and click on “Done”. This will
return you to the workflow screen.

| [ [ETR (1) (510 PEl sapetr | NS~
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The only approval that can be specified is the initial
approval. For documents requiring multiple approvals, once
the initial approval/release has been performed, the
document will be forwarded to ALL subsequent approvers
for a subsequent approval once one of those approvers has
approved the document, the notification will be
automatically deleted from all the other approver’s
worklists.
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Edit

Goto

Business Workpiace of TRAIN-Fio01

@ Mew message m Find folder M Find document @ Appointment calendar | & Distribution lists

= fgrkplace TRAIMN-FI001 E]l@l@l ﬁlglg ||@|E|5@|E|é§a|\ ] |ﬁ|@|?|$lE
= Inkox
] Unread Documents 2 Inbox
#] Documents 2 Cla..|Title |Date recei.. | Author
b Y workdiow 1 Release purchase requisition 10000, 08 82004
0‘;2’;?‘:;:2'::3;98 . @] Anprove purchase requisiion 100000... 08/ 82004 YWF-Admin
I orrectentries 0 B Apprave purchase requisition 100000... 081 8/2004  WF-Admin
> &3 Outhol
b @ Resu
b B Privat
P ¢@ Share .
» @l 1O @PProve a release click once on
T Trash E
@ =ae WOrkflow. =
cks:
REEase PUICNEseE eqUISoM TOoU000S 2 —
Description Objects and attachments

Ll |[«[+]
| b JETR (1) 5100 P2l sapetr NS 7
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Edit Goto Foalder Enyironment Settings em Help ,
afaBE GG D EEED L8 (IERE @ m =
Business Workpiace of TRAIN-Fio01

@ Mew message m Find folder M Find document @ Appointment calendar | & Distribution lists

< of Workplace: TRAIN-FI001 |®|@|
< &3 Inhox
] Unread Docurnents 2 Qllﬁla|?|$|a|m|
] Documents 2
B [ wWorkfiow 1 Workflow 1
Overdue entries 0 Ex..|Title | Status |Creati0n 0.
Deadline messages 0 Release purchase requisition 1000000372 @ 081852004
[ ncorrectentries 0
I &3 Outhox
b B Resubmission
I B Private fo
P €@ Shared fi
> 2 Folders 4
T Trash
[ sharedt : i
Double click on the number of the
document to want to release. i
Rerview anrd nrirrss nirchase a Purchaca racnicitinn: j

| b JETR (1) 5100 P2l sapetr NS 7
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requisition

Edit Goto

Enyironment

term  Help

240 ea@ DEEB OnAs HE @

Release Purch. requisition 1000000372

Docurnent overview on | 2 L‘ET| 4G Personal setting

v | Rec to PO

E Tents

Item overview

Releasze group
Releasze strategy

Release Indicator

(1] ttern [10

Material data k

Created by
Crea. ind.
Reqguisitioner
Furch. Group

E 1000000372

Releasze strategy |

RO Requisition

10 §5,000-$10,000

% Blocked

Code

Description

Stat...

Rel..|

10

$5,000-$10,000

t

Click on the “Rel...” (Release
Options) button. Click the save
icon to save your release.

I[10»]

F

A

frisha Tracking Murnber  PNORR

COO8 OSP Default Buyer Telephone Fax Number
Telephone

Contac... “. EEE

K1

]

[«][» ]|

D [ETR (1) (510) P2 sapstr INS

AASIS Support Center, Patricia Orr

8-01-04, Revised

5-45

5-45



Al AASIo TTdlning Gulde e rrocurement Frocess-nRequisition
through Invoice Verification

kplace  Edit Goto  Folder

Enyironment  Settings

Business Workplace of TRAIN-FI001

ﬁ Mew message M Find folder M Find document EEI Appaintment calendar | & Distribution lists

< o Warkplace: TRAIN-FIO01 @l@l@l
< &3 Inbox :
] Unread Documents 2 B ||ﬁ|E |I§ |$|E |M
| Documents 2
[ [ wiorkflow 1 Workflow 1
[ Cverdue entries 0 Ex...|Title | Status |Creati0n D...
Deadline messages 0 Release purchasze requisition 1000000372 @ & 8r2004
[ Incarrect entries 0
b &3 Outhox
b @ Regubmi
B ¢ Priv
> ¢@ 5ha
B ¢ Fol . .
aw YOUu will receive a message the document
@ snq o [an)
number changed.
nt type...
Description Objects and attachments
Review and nrnress nirrhase a Purchaca ramnicitinn: j
@ Furchase requisition 1000000372 changed [ IETR 1 (810) sapetr | IMS %
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Business Workplace of Patricia N. Orr

T MNew message M Find folder M Find document | @ Appointment calendar | & Distribution lists

Click once on workflow.

= fgrkplace:PatriciaN.Orr @l@l@l | ﬁ|5|3'|@'9|@9|£@“9||ﬁla|?|?m
¢ Inbox
] Unread Documents 83 Inbox
] Documents 54 Cla...|Title [Date recei...”[Author
L kaﬂ 6_ Select approvers for purchase requisi... 0811872004
g"erjl_” S ¢ . ] Selectapprovers for requisition 1000, 08/18/2004  WF-Admin
I eadlin mﬁssag;s Select approvers for purchase requisi... 08/18/2004
nearrectle =
b & Ouliin s ] Select approvers for requisition 1000, 08182004 WF-Admin
b B Resubmissid ] Select approvers for requisition 1000... 0517/2004 'WF-Admin
b @Privatefolder{‘ E Selec.ta.lpproversfororder4500000232 0453002004 WF-Admin
I @Shared Eeonisitinn 1000000315 annrower se OARS0004  WWE-Admin
b ¢ Folders
@ Trash —
i shared

g to col

K1

[d[v]
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ce Edit Goto Folder

Business Workplace of Patricia N. Orr

ﬁ Mew message M Find folder M Find document EEI Appaintment calendar | & Distribution lists

< of Warkplace: Patricia M. Orr @l@l@l
< &3 Inbox :
] Unread Documents 83 B ||ﬁ|E |I§ |$|E |M
| Documents 84
> [ wiorklow 6 Workflow 6
Overdue entries 4 Ex...|Title | Status |Creati0n D...
Deadline messages 0 Select approvers for purchase reguisition 1000000371 @ & 8r2004
Incarrect entries 0 Select approvers for purchase requisition 1000000370 @ 08/18/2004
b & Outhox Select approvers for purchase requisition 1000000315 D 042202004
b B Resubmission Select approvers for purchase requisition 1000000314 04202004
D < Private folders Select approvers far purchase requisition 1000000260 @ 040972004
[> ¢@ Shared falders 0T/0772008
> ¢ Folders subscrib)
Tl Trash
[l shared trash [ (<[]
Double click on the workflow item
. . rk items...
that you want to wish to reject.
Fyrrita this wnrkitem tn selert lrwal a Purchaca ramnicitinn: j

| [ [ETR (1) (510 PEl sapetr | NS~
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Edit Goto Foalder Enyironment Settings em Help
afaH e  SHE DO EE @
Business Workpiace of TRAIN-Fio01

@ Mew message m Find folder M Find document @ Appointment calendar | & Distribution lists

< of Workplace: TRAIN-FI001 |®|@|
Z &3 Inbox
] Unread Docurments 1 QII@IBI?IWEINI
] Documents 1
B [ wWorkfiow 1 Workflow 1
Overdue entries 0 Ex..|Title | Status |Creati0n 0.
Deadline messages 0 Release purchase requisition 1000000371 @ 081852004
Incorrect entries 0
I &3 Outhox
b <8 Resubmission
I @ Private folders
P ¢@ Shared folders
I 2 Folders subscribed
T Trash
T Shared trash

Click on the document number that
you wish to reject.

L bl

=

| b JETR (1) 5100 P2l sapetr NS 7
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aldBICae | O mE ST a8EE @D
Release Purch. requisiign 1000000371

Regto PO 1800080371

[4]
[~]
[= ~ Tewts  Release strategy
Release group RU Requisition Code s cription Stat..|Rel...
Release strategy 01 Under 1,000 01 UnNSM,DDD Py ﬁ
[«]
]

Release Indicatar X Blocked

Material da . )

Created hy

e | ClICK ON the reject icon. Click save.

Requisitioner
Furch. Group

Ll E1D
I T TETR ooy T sapett | NS
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Ealder Engiranmen

gl H @@ SHE anoas AR @m
Business Workpiace of TRAIN-Fio01

ﬁ Mew message m Find falder M Find docurment EI Anpaointment calendar | & Distribution lists

em  Help

Edit

Goto

< of Workplace: TRAIN-FI001 |®|@|
Z &3 Inbox 3

] Unread Docurments 1 QII@IEI?IWEIN
] Documents 1

B [ wWorkfiow 1 Workflow 1
Overdue entries 0 Ex..|Title | Status |Creati0n 0.
Deadline messages 0 Release purchase requisition 1000000371 @ 081852004
Incorrect entries 0

£2 Outbox

<8 Resubmission

[
>
2
P
P

You will receive a message that the document |
was changed.

=]

I

Description Objects and attachments
Rerview anrd nrirrss nirchase a Purchaca racnicitinn: j
@ FPurchase requisition 1000000371 changed [ [ETR (1) (a1 sapetr INS
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Wiorkplace Edit Goto  Faolder Environment  Seftings  Systern Help

(7] ald BSaQ  SHEB IO DL IFAEI@m

Business Workplace of TRAIN-FI001

ﬁ Mew message ['ﬁ'] Find folder ['ﬁ'] Find document EEI Appaintment calendar | & Distribution lists

= gg:kﬂace:mmm-mm §]|®|@| i |’ﬁ|§|§|||m@|g@aldg@|
| Unread Documents 2 Q |§||ﬁ@|?|m@|[‘|ﬂ|
| Documents 2 Workflow 1
[ [ wiorkflow 1
[ Cverdue entries 0 Ex...|Title | Status |Creati0n D...
Deadline messages 0 Release purchage requisition 1000000372 @ & 8r2004
[ Incarrect entries 0
b &3 Outhox
b el Bacubmiceion
[ .
»| If you inadvertently open a workflow document
[ . . .
that does not belong to you it will disappear from

every other persons workflow that was selected
as an approver.

To replace the document back into the selected
approvers workflow, click on the replace icon. o

=

@ FPurchase requisition 1000000372 changed [ IETR (13 (510) sapetr | IMS 4
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Workplace Edit Goto  Folder Environment  Seftings  Systerm Help
3ldH I CeQ CHE DL BE @E
Business Workplace of Patricia N. Orr

ﬁ Mew message M Find folder M Find document EEI Appaintment calendar | & Distribution lists

=2 fgrkplace: Patricia M. Orr | D&l ﬁ@lg ||B'j‘¢“|@| |||@|y|[tj_-||g|| O
e Inbox -
] Unread Documents 81 e |9 | R H
| Documents 93
> [ worknow 1 Documents 93
[ Cverdue entries 1 M... |Ti... |Title |Aﬂ...|Auth0r Date recei..”|C
Deadline messages 0 @ Select approvers for order §a0.. WF-Admin 09032004
(¥ incorrect entries 0 [ Selectapprovers for order §50... WE-Admin 0810372004
b &2 Outhox E3 [ Selectapprovers for order f50.. WWF-Admin 09/03/2004
b gRESme'SS'Un . By Selectapprovers for arder f50... WE-Adrmin 09/02/2004
[» R 4
el Workflow items are sent to the approvers e
4
21 Inbox-Workflow as well as a mail message to |-~

the Inbox-Documents. Completing the
workflow item does not remove the mail
message. To delete the documents, highlight
the ones you wish to delete and click on the
~|trashcan.

< -

NS o
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Edit Goto Falder Environment Settings

Help

A H I €CO@ EHEIDDO8IER @

Business Workplace of Patricia N. Orr

ﬁ Mew message M Find folder M Find document EEI Appaintment calendar | & Distribution lists

7 o grkplace: Patricia M. Orr | D&l ﬁ@lg ||31|@|m|||@|y ||’(j_-||g|| O
e Inhox .
] Unread Documents 81 e |9 | R H
| Documents 93
> [ worknow 1 Documents 93
Overdue entries_1 = [Ty [Title |Aﬂ...|Auth0r Date receiv... |C
Deadling mess M) WF-Admin 01/05/2004
Incorrect entries Drelleie e selaed doauimsie? WF-Admin 01/05/2004
[» fﬁ Outhox WE-Admin 01i0572004
b < Resubmission WE-Admin 01/05/2004
D & Private folders ’ " WE-Admin 01/05/2004
b @ shared folders . g . Mo |® cCancel WF-Admin 0910772004
D i Folders sunssribea 2 (= Select approvers for requisition... WF-Admin D&M 712004 [4]
m TraSh i Logn A OOOONON | LYLY] W PN T 000 Q0NN g E
L TN Y L | v e I

Click the yes button.

You will receive a pop-up box asking if you
want to delete the selected documents.

([]

L

=

T TETR T} (510) 1] sapetr | INS /%
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Wiorkplace Edit Goto  Faolder  Environment  Settings
2o B S@@ SHE ODas BE @

Business Workplace of Patricia N. Orr

wsterm  Help

ﬁ Mew message M Find folder M Find document EEI Appaintment calendar | & Distribution lists

= of Workplace: Patricia M. Orr | R G A a}:|g|ﬁ|||g§{,|‘y|[tj_-"g|| O

< &3 Inbox —
] Unread Documents 0 e |9 | R H
Documgnts 0
. kaﬂo ] Documents 0
M overduddentries 1 = [Ty [Title |att..[Authar Date receiv...[Co. [F
Deadlindmessages 0

[ incarrect fntries 0
b &3 Outhox
P @ Resubm:
P ¢ Private fi
> ¢ Shared
b ¢ Folders

amen | DOCumMents will show “0” and you will

2= receive a message that the deletion =
was carried out.
@Deletion carried aut DIETR (1)(510) sapetr | IMS %
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Menu Edit Favorites  Extr:

JH @0 SHE ahoan RE @

SAFP Easy Access
BE & HE L v a

I [ Favorites [«]
= {3 SAP menu (=]
b [ office B
b [ cross-Application C t .
. aéﬁfﬁncf” S Using the Menu Tree:
S Materials Management 0 g 0
< {3 Purchasing LOngtICS>Mater|a|S
[> [ Purchase Order
e Management>
1) MES2N - Change 1
e . Purch_a_s_|ng>Purchase
o LR s N Requisition>Release>
PR Collective Release
1) MESF - Release Reminder
> [ List Displays or
> (23 Follow-0n Functions .
P 1 Qutline Agreement Type ME55 N the
> [ RFafQuaotation .
b g Master Data B Command fleld.
[» Enwironment =]

| [ [ETR (1) (510 PEl sapetr | NS~
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Collective Release of Purchase Requisitions

=== options. Enter the purchase requisition
recessinsl NUMbers if known. If not known you can
secinsind DOPUlated known fields to limit your search.

| Click execute to continue.
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List Edit Goto Enwironment

] qEQ|¢>€3GQ|Qim[%|33?3&333|HHEJ|@WE

Systern  Help

Hhe Frocureimerit Frocess-Requisituon
through Invoice Verification

Collective Release of Purc
= Release strat.

fase Requisitions

Fur. req. Release procdgdure

Release strategy Relegse indicator Release option
1000000179 Overall rel. [6'85)]

0/01 Under $1,000 ¥ Bl1jcked Release possible
\EOREE1 80 Overall rel. QoD

RONZ1 Under $1, 000 ¥ Blgcked Release possible
100N2ER2Y4 Overall rel. QoD

RO/ Under $1, 000 ¥ Blqcked Release possihle
10000RQEYE Overall rel. QoD

RO/01 der $1,000 ¥ Bldqcked Release possible

10000007 Overall rel.

8

I[«1l»]

RO/E1 Un
100008627
RO/E1 Un
100000625
RO/E1 Un

st To release (approve) a purchase requisition,
click on the document number or the select
all icon to release all in list, and save.

RO/E1 Un
1000860631
RO/E1 Un
100000637
RO/B1 Un

b [ETR ¢ty 810 P2l sapetr | INS 2
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NOTE: You can display the requisition by double clicking
on the item.

View the requisitions contents then green arrow back to this
screen to approve the document.
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Collective Release of Purchase Requisitions

&1 Release strat.

Fur. req. Release procedure |

Release strategy Release indicator Release option
[ 11000008179 Overall rel. [60%]

R1/81 Under $1,000 2 RFOfpurchase order Release effected
[ 11000068180 Overall rel. [55%]

R1/81 Under $1,000 2 RFOfpurchase order Release effected
[ 11000060274 Overall rel. [55%]

RO/G1 Under $1, 000 2 RFQ{purchase order Release effected
[ 1100A0EA276 Overall rel. [55%]

R1/81 Under $1,000 2 RFOfpurchase order Release effected
[ 11000080277 Overall rel. [55%]

RO/81 Under
[ 11000000278 O
RO/81 Under

oeoczst of Y OU receive green lights stating that the

RO/E1 Under

e e | release was effected. You also receive

[ 11000080315 0

e e § 9 MESSsage at the bottom of the screen
that purchase requisitions changed.

RO/ET Under

[l

@ Furchase requisitions changed [ IETR 1 (810) sapetr | IMS %
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240 eae CHEBE DO BE | @ om

e rrocurement Frocess-nRequisition
through Invoice Verification

Collective Release of Purchase Requisitions

& Releasg strat.

Fur. req. Relepse procedure

Release stratefy Release indicator Release option
[ 1008008179 Ovefall rel. [ 5w ]

R1/81 Under $1f 200 2 RFOfpurchase order Release effected
[ 110000008180 Ovdgrall rel. [9'a%]

R1/B1 Under $4, 000 2 RFOfpurchase order Release effected
[ 11000000274 Ovdrall rel. [9'a%]

RO/01 Under §$4, 000 2 RFQ/purchase order Release effected

I[«1l»]

[ 11800080276
RO/G1 Unde|
[ 11800080277
RO/G1 Unde|
[ 1000000278
RO/G1 Unde|
[ 11800080281
RO/G1 Unde|

RO/E1 Unde
[ 11000080315

[ 11000080370
RO/B1 Unde

To check the release strategy, click the
sy oy to the left of the purchase requisition
aieruee AN Click on the Release strat. button.

[l
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List Edit Goto Enwironment
adH I Ce@@ISHE BDLanIHE @

Coliective Refease of Purchase Requisitions
& Release strat.

[4]
Fur. req. Release procedur | E
Release strategy ategy Overall rel: PRed. 1000000179 ’_
[ 11000000179 Overall rel RO Reguisition
RO/E1 Under $1,000 A R
[ 11808080188 Overall rel holcase strateqy Ll il i, U0 YOU W|” recelve a
RO/E1 Under $1,000 Release code 61 Under §1,000 h .
[ 11000680274 Overall rel o
RO/01 Under $1,000 TS pop Up bOX S OWlng
[ 1100AEEA276 Overall rel
RO/E1 Under $1,000 Release prerequisite yOur the Req.
[ 11000660277 Overall rel
T T | number, the release
[ 11000000278 Overall rel|| Finalrelease 01 ’
RO/E1 Under $1,000
[ 11000660281 Overall rel grOUp, Release
RO/E1 Under $1,000
| 1000000314 Overall rel Release indicator 2 RFQipurchase order
RL/E1 Under §1,080 strategy, Release
[ 11808080315 Dverall rel Noicace aleady efecied d d h h
RO/E1 Under $1,000 =
[ 1000000370 Overall rel ¥ | Simulate release | 3§ coae and w et er
RO/01 Under $1,000 T Z RFUTPUFCRAsE order  RElease ETTeCLed| the PR haS been
released oris still |
| blocked. i
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